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July 12, 1976 
Wlicstion Nu* 
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c 

I No. 78-RM-1 for inmuctlonr orf combletinb this form Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 

. XAtiention: Scfiedulins Section. 

1. Agency Address FOR RECORDS MANAGEMENT UJE 
Georgia Department of Human Resources nept lcat lon~um~ 
Division of Mental Health and Mental 

Date Received mm Comptsfed 47 Trinity Avenue, S. W. JVL -T 2 1978 Atlanta. GeorPia 30334 . -  
76- 290 Retardation - Room 534-H - 

1 AUG 1 9 1976 - 

. Dmr of Series 
iarliest Latest 

1968 I to date 

c 

(Agency-Wide C m o n  Standard) L Action Requested 
a. 13 Estabttsn Retention Schedule: n a x d  will continua to accumulate. 

5. Records Series Title Ifoilowed by tiff4 uspd in office: if differenrl 

Patient Statistical Report Files 

'. Record SHk Oesuipdon 

Documents relating to: 

This file contains the following documents (include form numbenand tit/es, if any): 
Attach samples of the file. 

accounting for patients in State - financed institutions. 
lnduded are: 

computer printouts: Daily Patient Listing which qhows patient name, number, chart no., 
status since given date, county of patient's residence, admission date, patient's birth 
date, type of commitment and date commitment ended; 
change in status for patients, such as patients admitted, patients discharged, patiehts 
traesferred to different unit, patients returned who had been away from the institution 
without permission; Daily Summary Sheet show information by unit as to h w  ma$ beds, 
patients -regiSteted, how many patients on ward, number of night patients, day patients, 
out patients, and patients are absent without authorization; 
shows-by unit: Residents at beginning of month, additions, transfers, separations, end 

Daily according to name of report. 

Daily Movement Report shows any 

Monthly Workload Report 

File isarranged: /ofmonth residents and summary information from dailyreqorts & month& avers 
----------I__- -11------------ - --- --- ------ --- - 

- Daily Referents Rita How often are records referred to whtch are: -~ constantly One to six months oldconstantly Seve to twelve months old constant?$hineen to twentyfour months old 
twentyfive months and older constantly 

I 

- .  

- 

; Other IwecifyJ 
. Annual Rate of Armmularion d Remrdr 

L c n w J n  drawers : Legal-size drawers ; Shelves - 36" - 3 
- .  

t-w-?i; aw.m lour) 

.~ . ,  . 
~ ,~ ~~- .. . - 

. .  . . ---- ~ -~ . :, . .  ~- ~ ~. 
. .  



11. Rmntlon Requiremenb . . = .  ..~ lh following requires the sricn to be kept: 
.:\ ,~. - 

a. S i t i L W  years. d. Audit period years. 
b. Stam of limitation years. e. Administrative need years.* 
c Fedwsllm years. f. Federal retention instructions Y W .  

- .a .~ -.. Attach copy 01 excurt of IN or regulations. &plain i&nhistrative need. ~ ' 1 ' '  < . . ~  .' ... ~ 

. . .~ - . -  . . . ~  . .  ^ I  
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see retsntion in item 12 
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I2 AWvqvrd~Dbposition Inmuctio.ni This aggsncv recommends that the file series be cut off a t  the and of each: ..: 

0' Calendar Year: (3 Fiscal Year: Ki Other 

- ~ ~ . . ~ ~  ' 

then, 
- 

. i : .~ . .  
~ _. .. . - ~~ 

2 .. . i . .  . ~~ 

~ ~~ 

, .. . .  ~. mohth(r) - ':.:. . 'yeark); thei . .- .'^C . .  _ _  .~ 

~ .~ . .  
1,: 

. .. ., 
~ ~ / > .  . - - -  . . .. 

~. 
.~ 13 Hold in W cutrant fii&&&. 

'0 Trandrr'to State Records Cenfer:hold 
a ~esoov. . 
0 Transfer to Sum Archives for permanent retention. 
a 0th (spccifyl 

- '.% , ,  . .- . ~ . .~ 
.. 0 Trandw'to log1 hoidtng area; hold *cads): then 

~ . 

.. ~ ? f  
- .  .. . .~  i i  . _. . . .  . _ _  ~ . .  ~ . _  - . .. 

~ ' -  - -  yearb): then 
-. . 

' 

. ..H.mmetle npc 

. .  
Updated as required - h e l d  permanently by Mus. 

printouts - received da i ly .  monthly, or quarterly. - -- 
Daily Census Reports 

(Mocveucnt - St.tistIci1 Li.tingr) Cut o f r  f i l e  monthly: 
area 3 years; t h ~  destroy. 
Cu.t of f  a t  the end of cech f i s c a l  or ealendar p a r ;  

hold I n  current fi le.  area or l oca l  holdlng 

wonth1y St.tl .t iC*l suumrur). hold ln  <. current f i l e s  area or l o c a l  holding area 10 year.: then destroy. .~ - Earlier destructlon i r  autbarlzed. 

Subnlt to Superintendent for  Subject Flles. Destroy reference , 
copies  when no longer needed. 

. .  . _ . . .  ~ . -  
lec6mmctndations in para- 
raph 12 are appfoved. 
If disspproved, attach l a w  
f expl.Mti0n.l 


